ASSI GVENT 2

Textbook Assignment: “Public Affairs O fice Managenent,” pages 1-25 through 1-55.
2-1. A typical public affairs annex to 2-5. Which of the followi ng date-tinme
an operation order contains all groups is correct?

except which of the follow ng

i nfornmation? 1. 0912452 93 JUN
2. 2118025Z JuL 93
1. Specific instructions on policy 3. 00214457 AUG 93
for information activities 4. 041730Z SEP 93
2. The scope of picture and Story
coverage desired
3. The staffing of the Conmmand A Routine
I nformati on Bureau (ClB)
4. Plans for communication B. Priority
facilities for the fleet
operation C. | medi at e
2-2. Command i nformation bureaus (ClBs) D. Fl ash
are normally established by a
notice for which of the follow ng Figure 1
events?
I N ANSWERI NG QUESTIONS 2-6 THROUGH 2-11,
1.  Adverse incidents SELECT THE NAVAL MESSAGE PRECEDENCE THAT
2. A mgjor fleet exercise FITS THE DESCRI PTION USED AS THE QUESTI ON.
3. An inportant news situation RESPONSES IN FIGURE 1 MAY BE USED MORE
4. Al of the above THAN ONCE.
2-3. Information on the release of 2- 6. Most public affairs messages are
casualties is contained in which of sent using this precedence.
the following public affairs plans?
1. A
1. dB 2. B
2. Adverse incident 3. C
3. Special event 4. D
4. Command public affairs
2-7. Speed of service objective is
2-4. Conpr ehensi ve information on how to within '30 mnutes.
properly format a naval nessage may
be found in which of the follow ng 1. A
publication? 2. B
3. C
1. Navy Public Affairs Policy and 4. D
Regul ati ons, SECNAVI NST
5720. 44A 2-8. The hi ghest precedence normally
2. Special Incident Reporting, authorized for administrative
OPNAVI NST 3100. 6F nmessages.
3. Naval Messagi ng, OPNAVI NST
3100. 6G 1. A
4.  Tel ecomuni cations Users 2. B
Manual , Naval 3. C
Tel ecommuni cati ons Procedures 4. D

(NTP) 3
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2-9.

2-10.

2-11.

2-12.

2-13.

Contains the precedence prosign Z 2-14.
1. A

2. B

3. C

4. D

Assi gned when the nessage concerns

the inmedi ate novenment of naval.

air or ground forces.

1. A

2. B

3. C

4. D

Assigned when used to report a

hurricane believed to be previously 2-15.
undet ect ed.

1. A

2. B

3. C

4. D

The “INFO'" line in a naval nessage

is located in which of the

followi ng areas? 2-16.
1. Under the TO line

2. Under the FROM line

3. Before the DIG

4. After the subject line

Which of the followi ng punctuation

mar ks/ synbol s may NOT be used in a 2-17.
naval nessage?

1.

2. $

3. @

4. '
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The preparation of a unit sistuation
report (SITREP) is warranted in all
except which of the follow ng
situations?

1. A naval base galley fire that
results in $1,000 in damages

2. A Navy jet that blows two tires
and runs off the runway at a
naval air station

3. A frigate that runs aground on
the shores of a small Maryl and
city

4, A flood at the base Navy
Exchange that inconveniences
patrons for two weeks

An event occurs that warrants the
transm ssion of a unit S| TREP. You
should transmt the unit S|ITREP

W thin what maxi num amount of tine?
1. 1 hour

2. 2 hours

3. 20 mnutes

4, 40 m nutes

An initial unit SITREP nay be

del ayed while the public affairs
office gathers critical infornation
for release.

1. True
2. Fal se

A news release in nessage form
shoul d be released at what point?

1. When 30 ninutes have el apsed
since the unit SITREP was sent
2. Wien all details are gathered
and verified
3. Wen the CO decides that the
i nformati on should be rel eased
4. \Were the unit SITREP is sent,
or imrediately after



2-18.

2-19.

2-20

2-21.

Which of the following Statenents
best describes the objective of
public affairs guidance (PAG ?

1. PAGis witten to support the
trai ning prograns of public
affairs office nanagers

2. PAG forms the foundation of
what to say or what not to say
on a particular issue

3. PAG fornms the foundation of
Navy-w de training prograns
i mpl emented by CHI NFO

4, pag is witten to suppl enent
policy in OPNAVINST 1330.2B

How should you wite PAG on a
single, but diverse, issue?

1. Cover the main issue and at
| east one additional prom nent
i ssue

2. Cover the main issue and at
| east two additional prom nent
i ssues

3. Cover the npst inportant issue
and make it the subject of the
PAG

4,  Each of the above

The nmenorandum for the record
allows you to perform which of the
followi ng functions?

1. Record inportant information
that may not otherw se be
docunent ed

2. Bypass the chain of conmmand to
take appropriate action

3. Create a binding |legal docunent
to be used to establish policy

4. Al of the above

A point paper may be used in which
of the followi ng situations?

1. Wien requesting public affairs
assi stance from CH NFO

2. Wen establishing a public
affairs office training program

3. Wiere a superior is preparing
for a press conference

4. Al of the above

2-22.

2-23.

2-24.

2-25

What is the standard size of Navy
cor respondence?

8 by 11 inches
8 1/2 by 11 inches
8 1/2 by 13 inches
9 by 13 inches

e

The public affairs office manager
should maintain files on which of
the following itens?

Menor anda

News rel eases
Command hi story
Al'l of the above

Eal el

For you to produce a newspaper
clipping for the clip file, what is
the most preferred nethod?

1. To center nount the clip on an
11- by 14-inch sheet of plain
bond paper, using cell ophane
t ape

2. To mount the clip flush left on
an 8 1/2- by 13-inch sheet of
pl ai n bond paper, using rubber
cenent

3. To center nount the clip on an
8 1/2- by 11-inch sheet of
pl ai n bond paper, using a paper
adhesi ve

4, To mount the clip flush right
on an 8 1/2- by 13-inch sheet
of col ored bond paper, using a
st apl er

A package of the daily news
clippings should be forwarded to
which of the follow ng individuals?

1. CO XO and all division
of ficers

2. CO XO dM and all departnent
heads

3. CO dM and all departnent
heads and division officers

4, CO XO all division officers
and all LCPGCs



2- 26.

2-27.

2-28.

VWi ch of the follow ng phrases is
consi dered nost appropriate when
you answer the tel ephone?

1. "USS Manatee Public Affairs,
Petty Oficer Martin speaking,

may | help you please?”

2. “USS Manatee PAO, can | help
you?”

3. “This is Petty Oficer Martin,
USS Manatee PAO can | assist

you?”
4, "Manat ee PAC

Before putting a tel ephone caller
on hold, you should use which of
the follow ng phrases?

1. “Just a mnute”

2. “Wiit one”

3. “One mnute”

4. “One nonent, please”

You receive five telephone calls in
a 30-mnute span while working on

two very inportant projects. \What

action should you take?

1. Attend to the telephone calls
first, then continue working on
the projects

2.  Continue working on the
projects, then return the
tel ephone calls if you have
tinme

3. Attend to the tel ephone calls
and ask the PAO for help on the
proj ects

4,  Continue working on the
projects, then return the
t el ephone calls as soon as you
can
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2-29.

2-30.

2-31.

2-32.

VWhich of the following statenents
best describe(s) the situation you
will encounter when working for a

collateral duty PAO?

1. A collateral duty PAO will
provide the office with better
overal | |eadership than a 1650
PAO

2. A collateral duty PAO wll

devote a limted anount of tinme
to the office

3. A collateral duty PAO will
depend on the senior journalist

to handle the daily office
responsibilities
4. Both 2 and 3 above

Wio serves as the overall
coordi nator for the comm ssioning
ceremony of a ship?

1. ASD( PA)

2. The prospective CO of the snip

3.  CHINFO

4. The PAQ senior journalist of
the ship

A typical press kit for the

conmi ssioning of a ship contains

which of the following itens?

1.  The nanme of the sponsor

2. A coat of arnms description

3. The nanes of congressional
nenbers that are scheduled to
attend the cerenony

4.  An official welcone and
statenent from SECNAV

PLans for the homecom ng cerenony
of A ship are executed with the
hel p of what individual?

1. The “sister ship” homecom ng
coor di nat or

2. The appropriate fleet CINC

3. CHI NFO

4. The O C of the appropriate
NAVI NFO



2-33.

2-34.

2-35.

2- 36.

2-37.

Printed invitations for a 2- 38.

decommi ssi oni ng cerenony should be
mai | ed how many weeks before the

actual cerenony date?
1. 1to2

2. 3to6

3. 4to8

4. 5to 10

Wio is responsible for publicizing
a deconmi ssioning cerenony?

2-39.
1. SECNAV
2. CH NFO
3. The Deconmi ssioning ship’s CO
4.  The station conmander
The final selection of the
princi pal speaker of a
decommi ssioning ceremony is nmade by
Whont? 2- 40.
1. The CO of the deconmi ssioning
2. CHI NFO
3. SECNAV
4. ASD( PA)
Detailed information regarding the
enbarkation of civilians in Navy
ships is contained in which of the
follow ng publications?
2-41.
1.  OPNAVINST 5720.2 series
2. SECNAVI NST 5720. 44A
3. Both 1 and 2 Above
4. SECNAVI NST 5212.5 series
Were, if ever, are Tiger Cruise
guests allowed to eat in the
war dr oonf?
1. Wen the CO approves it
2. Were officers sponsor the 2-42.

guests

3. Wien scheduling and funding
constraints allow

4, Never
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When funding permts, enbarked
civilians on a guest cruise should
receive which of the follow ng
menment 0s?

1. A photograph of the ship signed
by the CO

2. A plague of the ship

3. A videotape of the visit

4. A copy of the ship s |atest
cr ui sebook

Who, if anyone
initiate guest

is permtted to
cruise publicity?

1. The PAO of the ship

2. The individual guest cruise
partici pant

3. The CO of the ship

4. No one

When, if ever, may female

entertainers stay overnight during
an enbark aboard a U.S. Navy ship?

1. When CHI NFO approves it

2. Wen the CO of the ship
authorizes it

3. Wien the appropriate fleet
conmmander in chief approves it

4.  Never

VWi ch of the followi ng youth groups
is authorized to enbark aboard a
U.S. Navy ship?

1. Qill and Scrol

2. Boy Scouts of America

3. Little League Baseball
assoi cation of Anerica

4.  National Junior Law Enforcement
Cub (NILEQ

What is the duration (in days) of a
SECNAV Cuest Crui se?

A WDNPE
A wnNo



2-43.

2-44.

2- 45,

2-46.

2-47.

A SECNAV Quest
except which of
activities?

Crui se includes all
the follow ng

1.  An underway, overnight visit to
an LPH or CGN
2. A pier-side or at-sea tour of a

surface ship
3. A pierside tour or
nucl ear submarine
4, (Qbservation of Mrine and SEAL
field activities

enbark on a

Wio is responsible for maintaining
a list of probable SECNAV Cuest
Crui se guests?

1. ASD(PA)

2. CNO

3. SECNAV

4,  CHI NFO

Guests eligible for a SECNAV Cuest
Cruise include those who have not

participated in a cruise on a U S
Navy ship in the last nine years

1. True
2. False

Public tours of a ship offer which
of the follow ng advantages?

Educati on

Enj oynent

Both 1 and 2 above
Remedi al public affairs

~ e

Before drafting a visitation plan
you shoul d take which of the
follow ng actions?

1. Seek guidance from the next
hi ghest public affairs office
in the chain of command

2. Get input from those officers
and special assistants who wll
be involved in the public
visit(s)

3. Draft a rough plan and mail it
to CHHNFO with a conpleted
CHI NFO Form 5723-1

4.  Formulate a visitation plan
conmittee consisting of PAGCs

and senior journalists in the
area
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2-48.

2- 49,

2-50.

BML Whale is a top-notch sailor who
presents an outstanding persona
appear ance. Through casua
conversation, you discover that he
is a forner Toastmasters menber and
woul d enj oy conducting tours of the
ship during Arned Forces Day this
Saturday. What action should you

t ake?

1. Discuss the situation with his
division officer and departnment

head, then ask himto put in a
speci al request chit
2. Request a comrand waiver to

authorize a boatswain’s mate to
function in a public affairs
role

3. Specifically designate BML
VWhale as a tour guide in the
public visitation plan

4. Both 2 and 3 above

For which of the follow ng reasons
should you post a “wel come sign” at
the guests’ point of entry to the
shi p?

1.  To reduce the chance of a
comotion or civil rights
breach

2. To remind visitors that
phot ogr aphy of any kind is
strictly prohibited

3. To chronicle the history and
awards of the ship

4. To list the legal rights of the
visitors in case of severe
injury or death

What
t our

statenment best describes the
route of a ship?

1.  Tour routes nust strictly
foll ow the provisions of
SECNAVI NST 5720. 44A

2. Tour routes on aircraft
carriers may not include a stop
at the arresting wres, because
of safety reasons

3. Tour routes vary from ship to
ship, but they all nust take
into consideration security,
safety and the crew s privacy

4. Tour routes on destroyers world
frigates may include stops at
the gun turrets, but not the
m ssile launchers



2-51.

2-52

2-53.

2-54.

What are the nost significant
factors in managi ng the operational
target (OPTAR) funds of a public
affairs office?

Conveni ence and adaptability
Range and accessibility
Reliability and conservation
Conservation and cost

consci ousness

Rl ST

In the devel opment of an annua
financial plan, what is the first
step?

1. Projecting the use of
consumabl es during the year

2. ldentifying the primary
evol utions scheduled for the
year

3. Miking a “wish list” of office
itens available only through
open purchase

4. Establishing firm guidelines
for inplenmenting the plan

An annual financial plan should
receive, at a mnimum a review and
update how often?

Every quarter
Every six nonths
Every nine nonths
Annual |'y

B

The PAO is on TAD and you are
tasked with briefing the CO on an
important public affairs matter
Before selecting a nethod of
delivering the information, you
should concentrate on which of the
followi ng areas?

1. Formulating a point paper on

the matter

2. Interviewing the COs secretary
to get his personal views on
the matter

3. Having conplete and accurate
information on the matter

4. Practicing your delivery nmethod
with a colleague or a menber of
the staff

2-55.

2-56.

2-57.

2-58.

2-59.

The PAO has left instructions for
you to brief the CO using the
nmenor andum system How shoul d you
structure the nmenorandunf

1. Summarize the topic in the
first two paragraphs

2. List at least three proposed
courses of action in the third
paragraph, then address the
main points of the topic

3. Both 1 and 2 above

4, Explain the nost inportant
issues of the topic first, there
list at least three proposed
courses of action

What microconputer unit processes
the data, perforns aritnmetic and
logic functions and nmintains
control of the systen?

1. RAM

2.  System unit

3. Display unit

4, Hard disk drive

Al of the followi ng are other
terms for nonitors except which
one?

1 Di spl ay

2 System unit

3. Display device

4 Cat hode-ray tube

In addition to brightness, contrast
and sizing controls, which of the
following controls may be found on
a monochrome nonitor?

Bl ack/ green

Bl ack/ white

Col or/ noncol or
Anber/ normal / green

W

Most color monitors are of the R@EB
type. What does RGB nean?

1 Red- gr een- bl ue

2 Red- gol d- bl ue

3. Raster gauge beam

4 Regi stered gl obal beam



2-60.

2-61.

2-62.

2-63.

2- 64.

2- 65.

The keyboard is used for which of

the follow ng functions?

1. To receive output from the
ni croconput er

2. To input data into the
ni croconput er

3. To input progranms into the
ni croconput er

4, Both 2 and 3 above

In addition to al phabetic
characters and nunmbers and specia
characters, keyboard have which of
the following types of keys?

1. Contro

2. Function

3. Both 1 and 2 above

4, Qperation

Al of the following are physica

characteristics of
whi ch one?

di sks except

1. Flat

2. Round

3. Direct access

4. Sequential access

Di skettes are also referred to by

what other term nol ogy?
1. Floppy disk

2. Read-only disk

3. Wite-only disk

4, Hard disk

Di skettes come in which of the
followi ng sizes, in inches?

1. 3, 5and 7 1/2

2. 3 1/4, 5 and 8

3. 3, 51/4 and 8

4, 3 1/2, 5 1/4 and 8

Wiich of the follow ng conditions

can lead to lost or scranbled data

on a diskette?

1. Placing a diskette near a
t el ephone

2. Storing a diskette in
tenperatures that exceed
72 degrees

3. Both 1 and 2 above

4, Labeling a disk with a felt-
ti pped marker
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2- 66

2-67.

2-68

2-69.

2-70

Rigid netal platters contained in a
smal|l sealed unit either within the
system unit or external to it are

which of the follow ng types of
di sk drive?

1. Colt

2. Wnchester

3. Hard disk

4. Both 2 and 3 above

Speed, large storage capacities and
conveni ence are all advantages of
which of the follow ng storage
medi a?

1. Diskettes

2. Hard disks

3. Paper tape

4.  Magnetic tapes

Printers used with mcroconputers
usual ly have (a) what speed and (B)

print characters in what manner?
1. (a) Low speed
(b) one character at a tine
2. (a) Low speed
(b) one line at a tine
3. (a) H gh speed
(b) one character at a tine
4.  (a) Hi gh speed
(b) one line at a tine
Wiich of the following printers, if
any, produces characters by using a
series of dots?
1. Ink jet
2. Dai sy-whee
3. Laser
4.  None of the above
Al mcroconmputer systenms will have
at least what type of software?
1. A window program
2. A disk operating system
3. A word processing package
4. A database mmnagenent system



2-71.

2-72.

Wi ch of

you install it

the follow ng types of
informati on nust you provide to an
applications software package when
on a m croconputer
syst enf
1. Mcroconputer configuration
i nformation
2. Exanples of the work that will
be perforned
3. Lists of outputs you want
schedul ed basis
4. Al of the above

on a

You run the risk of

not take which of
actions?

the follow ng

1.  Make backup copies

2. Enter security codes in the
file name

3. Assign a volune nunber
to each disk

4. Use subdirectories to store
simlar data and prograns

| osing data and
programs stored on a disk if you do

and nane
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2-73.

2-74.

VWhat does the term nodes refer to
in |ocal-area networks (LANs)?

1. Conmunications nedia
2. Diskettes
3. Qperators
4.  Hardware

A LAN rmay be used to run an
application program stored on the
server’s disk.

1. True
2. Fal se



